ACCOUNTING PROCEDURES 


Any service of $500.00 or greater requires a Contract and/or Project 
Agreement. 


CONTRACT PROCEDURES 

1) A Contract is for SERVICES rendered. 

2) Contract must be drafted 

• Ginny Murphy of Legal coordinates and reviews all drafts and 
final contracts. 

3) When draft is completed, a copy must be sent to Accounting for 
review. 

• Attn.: Nina Marcus, Senio r Cost Analy st, ext. 3949 (Jeffrey Hecht, 
Manager) 

4) When draft is finalized, it is sent back to originator. The originator 
must: 

• Attach Financial Elements Memo 

• Route for approvals 

5) May be executed with vendor (signed by vendor). 

6) After contract is signed by both parties, attach a copy of the 
Financial Impact page with a copy of the contract, and send to Joann 
Schlett ext. 4142. 

• Joann will assign contract # and contract will be set up in the 
Accounting system. 

• A copy of what is in system will be sent back to originator with 
the Contract #. 

• The originator must communicate the contract number to the 
vendor. 

• All invoices must reference the contract number, 

7) Invoices must be approved by appropriate monetary level (signature 
on invoice will suffice). Back-up documentation (if required) must 
be attached and reviewed before submitting to Accounting. 

8) Invoices for Contracts with vendor names that begin with: 

• A-L: to Zaida Del Moral, ext. 3487 

• M-Z: to Janet Byerley, ext. 2631 

• Supervisor: Gayle Drisco, ext. 2554 

• Manager: Elisa Mattera, ext. 3514 


Source: https://www.industrydocuments.ucsf.edu/docs/zjfn0004 
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